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Exeoutive 7 Vecemsber 1949 
Management. Of fieer 
OCD Paper en "Central Reference Facilities, Status and Objectives". 


i, While the Assistant Directer for Collection and Dissemination 
has not found it desirable to indicate his reasene for preparing this 
subject peper, it can be assumed that this is his nethod of replying 
$e the Managexent Staff proposal on abstracting and indexing. 


2. Therefore, it appeara that the best approach is a comparison 
between ideas implied in the CCD paper end the Manegecent Staff pro- 
poual. Suoh a comparison is attached an Tab A. 


3e Certain contradictions and omissions beeone apparent upon 
analysic of this paper. These are set forth in Tab 3B. 


ke An amnlyste of the comperison, pertieularly of points of 
difference, ieade into resemmandations for reaclving this issue. 
Suggested Managerent Staff recocmendations are attached as Tab C. 


5e Te da interesting to note that subject paper was given wide / 
internal CIA dissemination despite its lack of statue ae an official ‘ 
CIA publications et 


& the Yonagenent Offices doses not a ational 
matters, however, under the provisions of one of 25X1 
the prime funstious of the Yanagement st ng to the attention 


r 
of COAPS operational problems for their study and recomended solution, 
Thie has been socompliehed in the submittal of the Management Staff pro 
posal "Agency Activities Relating to Abstracting and Coding of Intelli- 
gence Informetion” together with a comparison of OCD paper "Central 
Reference Fasilitios, Status and Objectives" and the Management Staff 
origina? paper. 


JAMES Dy AUNE HE 


Attechmentsa: 3 
Tabe A, B, ¢ 


@aa Oars 
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Comperigon of OGD paper "Central Reference Facilities, Status and Objectives" 
with Menegenent Staff Proposal on Abstracting and Indexing. 


A» Points of Agreement 
i. The Intellofax System is the best system for handling library materiale. 


Ze OCD should maintein finder files for location of specific deounenta. 

3. The classification system should be tailored to the needa of the 
specialists within an over-all standard framework. 

4. Abstraoting in substantive diviaione will serve as a training vehicle. 
Coding further enhances the training endeavor. 

5S. Technically difficult reports will be immediately processed in subs 
atantive divisions. 

8. Files space will be saved by the Intellofax System and by substantive 
divisions’ participation in the abstracting and coding activity, providing 
duplicate tab-fax files are not maintained in the substantive éivisions. 

Ve Extension of classification and abstracting te substantive divisions 
should be achieved by “evolution not revolution”. 

8. Objectives of the Intellofax System as set forth by OCD, providing 
the index and abstract files are merged. 

9. it is desirable to retain abstracts of cables, newspaper articles 
and other materials which are not indexed by OCD, but which are selected aa 
important by O8S or OSI analysts. 

10. Ther: is no useful distinction in CIA between “olassifying” and 
“coding™. It ig one presess generally referred to as “coding”. 

ii. It ia not desirable to provide an exact gount of docusents received 
by CIA 

12. It ia wmecononioal to index cable flow unless ORZ-OSI specialist 


ao indicates. 
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18. It is not desirable to index gvery document but they should be retained 
end located through finder fites files. 

14. Attack on the ‘reference problem should be "two-pronged: mechanical 
and substantive". 

15. ‘The olagsification scheme must be "adequate from the user's stand~ 

16. OCD should continue to write “table of contents” type abstracts for 
serials, periodicals, bound booka. 

“If we can't assign a code number to what we want, then we can't call 


on machines to deliver. 
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prepared by OCD - abstract file prepared by intellicense specialists. 
3. Primary purpese of intellofax filss. 
a. Management Staff ~ |Primer; purpose of files is to serve ORE-03T 
\ » 2x ¥. £ ef cr fb fig .. 
researcher. ‘ 
be OD « Service should be geared to IAC, all parts of CIA, with 
a ae 
ORB-OSI on cand priority bs all other users. 
Need i a 
4 ,Por O28 analyst to retain carbon sopies of abstracts he prepares. 
_ &e Management Steff + Tab-far run will serve the same purpose. 


- 12/7/49 
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3. Points of Disag reonent 
l. Intellofax System application to Biographic and Industr lal data. 


&. Menagenent Staff - Can be applied in same mamer ss to library 


materials. 
be OOD = Hag no application. 


2. Wamber of files to be maintained. 


&. Manasement Staff - There is only one file, the intellofex file. 


be COD « Two files ahould be maintained and searched, index file 


be OCD « Specialist should maintain hia own file for the preparation 


of summaries. 


5. Weed for more OCD personnel. 


&. enagement Staff - OCD personnel oan be reduced if they cease 


duplication of soding done by substantive divisions and if mts are 
typed in substantive diviai one. an | 
be OCD « More hands are needed in OOD te type abstraets and te 


review coding of substantive divisions. 
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when 
ILLEGIB 
Coding of all incoming intelligence information documents. Pi te, 
a. Meanacenent Staff = Should be Se aa by ORE-O0S ILLEGIB 


be OCD = pee be perforaed in 060, but, duplicate ‘action taking 


place in a te te vabstracts are a tieas 


Te 


Be 


De 


Deterninetion of materiale to be indexed. 


be OCD = Should be decided by OGD. - lac sear ILLEGIB 
Review or amplification of codes supplied to abstracts by ORZ-OST. my 
&. Management Staff = Review by substantive division chiefs. a (LLEGIB 


4 


be OCD ~ Review by OCD. } 


The adequacy of the classification scheme. fs 


&. Management dtaff - It presently iq not serving the needs of the 


specialists. In s few cases eefe, Human Resources, OSI, iediceal, OSI, 


46 was deterained thet the system sould not serve the specialists needa. 


be OCD ~ "Scheme . . . proved sufficiently elastic to ancompass 


many unforeseen requirenenis." 


0e 


Typing of mats. 


a, Marnacement Steff - Be done in producing office to elininate , 
“} 


duplicate typing. 


De OCD ~ Be done in OCD to insure aa or ey of typing and to permit 


review of coding. 
et f 


lis 


Technical classification. 


a. Manayenent Staff - Should be achieved by fine breakdown within 


an overesll system or if necessary a sepsrate system, but simuld not be 


elagsified under two systeus. 
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ILLEGIB 
~5w 
ILLEGIB 
be OCD ~ Technical materials should be classified twice 
{1} the general system : 
{2} the specialized svetea 
IB 


12, Maintenance of technical files. 
a. Menagenent Staff - Should be amintained in OCD to permit) IBM 
and facsimile servicing by machines located in OCD. 
be. OCD « Should be maintained manually by the specialist in hie | 
office. a 
13. Mass data problem. 
a. Management Staff - The same intellefax procedures can be employed 
in abstracting, sce and servicing biorraphic and industrial files. 
Hore specific and detailed clascification will be required and these 
files should be separately waintained in the 0Cn Library. 
b. OCD - “It does not now seem likely that the Intellofax Systen 
could profitably be apslied to their (sic., biographic and industrial) ‘ 


probleas." 
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COMRADICTICNS AND GLOSS ONS CON AIN.D IM THe OOD raroit 


lL. (pe 1, pare 2) Index files started in April, 1945. = 0068 


roperts and certain unclessificd docvnents sont to the pool were fully 


coded ar! gbotracted begining in april 1948, bur fex-cercs vere not 
prepared until inetalletion of the "betch" procedure bs d-tobor 1948. 

2. (p. 2, para. 3) OCD is not capable ov abstracting, Sut has 
proiuced over %,000 absiracts. ({p. 6) 

3. (py. 3, pera. 4) An artifical separcti:n of abstract anc index 
files is mada, although imiic:tion is given that they are oe invelLlotax 
ftlie. (pe S$ pe 22) 

4s (p. 14, pera 26) ‘the clasciricstion scheme is s.eted to oe 
adecuate, yet a long discussion is included as to why di ie no. adequate 
in one perticular instance. (pp. 29-30) 

5. (pe 19) Bo mention is cade thet OCD ac ieved cu romney on 
inéexing daily receipt of decvuments ‘through procedures cosign:.. amd ILLEGIB 
inotalled by the Management Steff, 1.e., ‘he "batoh® proce ure. 

6. (p. 22) Library, eleerly, should -ot prepere ep vciciiaed 
abstracts, "such work must be cone by the specialisie im she surjest 
necter," yot, on p. 21 iniie:‘ion is given thet Library will imicx all 
deomente. If they can't abstccet, how can they index? 

9. (po. 28 pars. 34) Adninistrative Oftieer, USI sw rested thet 
OSI type ise owm mate. Uanagenent Officer concurred, 

8 (p, 28) Training typiots to type on nats is citficult, yet 
under Menarenont Staff guicence during inctalletion of tho “batch® proe 


acdure, OOD typicia wore fully tré‘ned within cne veok. 
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9, (p. 28) Spceialiste noglect to specify general couea. It the 
Classification scheme is adccucte, Li should percit gonare] subject 
pulling from specific entries. Also, (p. 2, para, 3) tho probler of 
providing too much informa ion Lhroug: too cenaral cod:nt 1: sos forth, 

10. (p. 29, top) Abstrecte will be of value only “co syccieliste 


ILLEGIB 


whe propere then, ho slse is interceted? Like jielicts think alike, 


not as en CecIsers 
nt 


1. (p. 2, pers. 3) Th ilarre number of entries lis: 

toe apceific rocueste could sier frou poor indexing by OCD. 
12. (p. 13, para. 14) It is the ecncidered opinion of Cl that the 

number of resoarchars ereate <he number of code classificut: ns required 

for proper imicing. Thies opinion is in the main in -rror as research 

prsomel belonging to family sroups all have ficids of comon ¢ nockn., 

440+ (modteal personnel world-wide widlize en intermti nol method of 

coding and classificetion. eee 
13, Wo montion is cade tht coding end abstracting by substantive 

divieione will bring into the ar ney Pile, materials now ve ne -Athheld 

from OCU. 
14. No sention is cade of who should perform aveuruciing and coding 

nocessory to maintenance of In‘usirial and biorrepaic flles. I. can be 

assumcad thet OCD fecls they should continue with these netivities. 

Hanegenent Soalf questions the teshnical ability of GD to paripem © 


services. 
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MAMAGHINNT STAPF 2ECERT 


23 Br CET 
Bike cma NS 
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i, The Intellofex ayctem >e implemented amd cxpamied co serve 
OTA referenca newts. o 
2. Intollefex Piles be located, mainiainod ani servieed within OCD. 
3. Abscracts of documents be voreparcd by ell GEeOSI apecielicts 
for Incorporation inte intollefax files. 


4. The G&E-OSI Division having orimery in’ ereet in ce Joeuncnt be 


assigned the additional taska of: 
&, Selecting tose documents to be imiewed. 
? b. Suoplyine cede musbers for a lerre group of decumen:s which 
will be indexed, but no’. avetracted. 
t ¢. Reviewing cojes assigned to doo:monta abstract and indexed, 

S. The classification ccheme be tallered, wh re poseibie, to fit 
specific necis of all intel dgenee researchors an! subsecuently be 
exclusively usel throuchowt Cia fer the orvanizetion of eef rence metcricle. 

Uhre the genercl scheme cannct be used, sub-class! fication eenneee . 

intezreted inte the genersl achome, be developed jointly by ORE=OSr ani op. | 
&, The Intellofax syaicr :e applied to Dierre hie and inductrial 

data within the fromeverk of a subeclessifiestion schemes set forth in 


Ppora.s 5 above, ILLEGIB 


7s Only one Intellefax file, composed_of index om cbs rect cards ‘6 


be meintained for penerol -ecerenee use. 
& Sepura.e technical -niellefex files be sein’aimod Tor specific 
indexing of biorraghic, intustrial, medical and possibly ciner specialised 


Belonticde date, 
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9. OCD provide direct service to all IAC and CIA usere of the 
general reference intellofax file. Requests for specialized information 
from technical files be made through appropriate production office 
specialists. 

10. As the intellofax file changes to reflect the needs of the ORE-OSI 
specialista, manual reference files meinteined by these specialists be 
eliminated. 

ll, fhe staffs of the production offices be augnented, as need indicates, 
to perform the additional duties indicated in the above recommendations. 

12. Typing of the mltilith mats be accomplished in the production 
offices, with OCD providing direction for reproduction, punching, and 
tabulating of the tab-oards. 

13. The procedural changes inherent in these recommendations be 
accomplished gradually during the calendar year 1950 to muininise ais- 
ruption to the intelligence effort. Wo action be taken on diographic 
and industrial data until the general mstoriels are fully assimilated into 
the new procedures. 

ik. The aD/ocd, aD/ORE, AD/OSI, and Management Officer each appoint a 
eteff member to serve on a team which will devote full-time, if necessary, 
to develop and to supervise installation of new procedures inherent in 


these recomrendations,. 
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